OPERATIONAL SERVICES DIVISION

Job Aid:
How to Clone a Bid in COMMBUYS

This Job Aid shows how to:

e Clone a Bid in COMMBUYS
e Edit and create a “Sent” Bid

Of Special Note:

Bids (solicitations) are published documents that request price quotes on goods and services from potential vendors.
Cloning will allow you to copy (or clone) a previously created Bid in order to create a new BID, thus eliminating the need to
re-enter the majority of the data. This job aid focuses on cloning a bid created in COMMBUYS.

Keep in mind: When cloning a Bid in COMMBUY'S, you may need to do the following:

e All documents required should be added to the Bid using the Attachments tab in COMMBUYS.

¢ Cloning migrated Comm-PASS Bids in COMMBUYS does not carry over the attachments, however Bids
created or previously cloned in COMMBUYSs carry over all attachments from the original Bid to the cloned Bid.
Therefore you may choose not to add or upload attachments to the cloned Bid, or delete attachments that
carry over. Remember to review all attachments and make changes, specifically to all time sensitive
information.

e The new Bid will have new document # and allow you to edit data in any way you need to in order to update
the bid information. The last page of this job aid contains a table with operational definitions for the types of
Bids and COMMBUYS navigation.

Screenshot Directions

1. Launch the COMMBUYS website by

entering the URL

COMMBUYS s/ commbuys comibso
into the Browser

OPERATIONAL SERVICES DIVISION

COMMBUYS is the only official procurement record system for the Commonwealth of H

Massachusetts’ Executive Depariments. COMMBUYS offers frae intarnet based access to al Enter your Login ID and Password
public procurement information posted here in order to promote transparency, increase

competition, and achieve best walue for Massachusetts taxpayers.

COPMMBUYS INFORMATION:
For more information on COMMBUY'S please visit the COMMBUYS support pages.
Training and Registration for Purchasers

Training and Registration for Sellers
Job Aids for Purchasers
Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBU Y S@state ma us or ring us during normal business hours (8AM — SPM Monday —
Friday} at 1-888-627-8283 or 617-720-3187

-—— Reaister
Register here to begin using COMMBUY'S.
wendors, please read this disclaimer prior to registering.
— Complete Registration
Complete registration here to begin using COMMBUY'S.
Wendors, please read this disclaimer prior to completing registration

L L Open Bids
Browwse open bid opportunities.
L L Active Contracts
Browse active Contracts/Blankets.
L Contract & Bid Search
Search for Bids and active Contracts/Blankets._
-—— Registered Vendor Search

Search for registered vendors.

Forgot wour password?

© 2014 Periscope Holdings, Inc.
All Rights Reserved
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Job Aid:
How to Clone a Bid in COMMBUYS

Screenshot Directions

2. Upon successful login, select the Basic
Purchasing role on the upper right side of the

Basic Purchasing Inquiry page if not selected already.

January 6, 2014 6:24:20 PM EST p 0 ‘ , t . g x Note: If you only have one user role, Basic

Purchasing, no tabs display.

Home | Ttems v _ Vendors v | 3. To clone a new bid from one originally
created in COMMBUYS go to the blue

Navigation Bar, and select Documents >
Bids > New

Requisitions »

Home - Welc .. Ready To Open

News{1) JITL— eceibts > | 1n Progress
| Invoice > | Ready for Approval

 Quotes > Ready to Send
News D Sent

Opened
Returned
Evaluated
Approved

3

Bid to PO
Canceled

4. The Create a New Bid window opens with

Create a New Bid three options:

Please select the methad to create a new bid:

e Create a bid from scratch

e Clone a bid from another document
o Copy Contracts For Renewal

O Craate a bid from scratch.
@ Clone a bid from another document.

" Copy Contracts For Renewal.
Click the radio button next to Clone a bid

Continge Cancel & Bxit from another document.

Click the Continue button.

5. The Search Box displays. Next to Search

PO P for: click the radio button for Bids and enter
———— the search criteria for the bid that you wish to
clone.

Mm & o m— = i Some Search Options include:

I . ¢ Bid # COMMBUYS Bid number

Dopariment . o Bid Description: department number

Locaton - schema, formerly the Comm-PASS
earh s Tape Code : Bid title

. . — = *  Purchaser

UN$P S SeqmentFamiy . e Organization

- o Department

Commodty-£pp &)

Click the Find It button.

Last Revised: 2014-11-25 2 COMMBUYS Clone a Bid
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Job Aid:
How to Clone a Bid in COMMBUYS

Screenshot Directions

Results 6. The Search Results page appears with a
A list of Bids created in COMMBUYS.
12345618310 ) )
st B bIED Fremsain) EGmmins Weies | WOt | T S| 1 Click on the radio button next to the Bid you
@ M Life preservers for & summer recreationsl pogram Blanket O3MER014 0T 5300 AM | XYZH/PURD | Paul Comparetii | $0.00 | Sent W|Sh to Se|eCt to Clone
[4) ‘ 00000155 Lif2 preservers for & summer recreationsl pogram Blankst O3ME2014 0T S4-00 AM | XYZH/PURM | Paul Comparetii | $0.00 | Sent
00000154 Life preservers for  summer recreationsl program Blanket O3ME2014 0T S5:00 AM | XYZIH/PURM | Paul Comparetii | $0.00 | Sent CIICk CIone Bid & EXit
(i) ‘ 00000153 Lif2 preservers for a summes recreational program Blanket 03062014 07:56:00 AM | XYZ01/PURM | Paul Comparetti | 50.00 | Sent
00000152 Life preservers for  summer recreationsl program Blanket D3GR 0T ST-00AM | XYZIH/PURD | Paul Comparetii | $0.00 | Sent
(i) ‘ 00000151 Lif2 preservers for a summes recreational program Blanket 03062014 07:58:00 AM | XYZ01/PURM | Paul Comparetti | 50.00 | Sent
00000150 Life preseners for 2 summer recreational program Blanket 03062014 07:59:00 AM | XYZ01/PURM | Paul Comparetti | 50.00 | Sent
(i) ‘ 00000149 Lif2 preservers for a summes recreational program Blanket 03062014 03:01:00 AM | XYZ01/PURM | Paul Comparetti | 50.00 | Sent

—— o 7. Another way to clone a Bid is to open the
Bid you wish to clone.
Gererl hems Addess Accowting Roving Atachets) oes Boders Doesons Amendents) Q&A. Rerinders [EEES]
Select the Summary tab and scroll to the
Bid Number: Steg8s2-vCurent Destription: Requestfor Qoo Status: 260 - Opened
e bottom of the page.
Purchaser: Hgera llrsh Minor Status: How Solicited: Emai
Organization: Opersforal Senviza livson
Ficalfear # epatment DA Locaton e B e Click the Clone Bid button
Defaul Deia
Conversion
Departrent
Show On Web: e Allow Elestronic (Quote: Ve Required Date:
Bid Opening Date: BG4 SO Mvailable Date: s
300M
Purge Date:
Bid Type: OgenEd Informal Bid: e
Control Code: Estimated Cost: 00 Print Dest Detail:
Altemate 1D: ITSE3 roplancFY 1405001 Purchase Method: Bt Catalog Id (for contractl:
BlanketContract Bagin Date: VS0 20 AN BlanketContract End Date: Q1118888 Type Code: S - Non Stz Solcialion
12008040
nfo Contact Raheck Wiker, Agéress One Asttutia PeceRoom Bulletin Desc: PreBid Conference:
1017 Bosien, MA 02114, Phone: 817-T20-3136, Enait

There are no pre-bid approval paths found for this bid.

- Bid Tab ) | Cancel Bid ) | Clone Bid || view Quote History || Print .

Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved.
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Job Aid:
How to Clone a Bid in COMMBUYS

Screenshot Directions

L T — 8. Anew Bid is crea_ted and opens to t_he
General tab where important information
about the bid is entered, such as: setting the
bid dates and bid type.

Status: 261 -In Progress =

wnems Address Accounfing Routing Attachments(1) Notes Bidders Questions Amendments Q&A Reminders Summary

General Validation Errors

o The following required fieks are missing: bid opening date, available date.

Note: Red Validation errors display upon

B o BO-15-1080-1080C-1080L. 00000000253 Descrpin® o . . h
e e TIERE - jnitial creation of the bid. These will resolve
s Bl Progess Puctse” Buyer, Buyer '] after entry of all required information.
How Solicted Email "\ Type Code SH - Historical Solicitation M
Depariment’” MUBUCONVD-Defau\t Data Conversion Department ¥ | FiscalVear e Mandatory fields for Bid:
Location™ MUBUL-DefauIt Data Conversion Location ¥ Organization Operational Services Division ® fDepartment: Sel_?Ct from the d_epl?rtment
Show on Web: v Allow Electronic Response: o rom fjio?jdown’ I nOt aUtomatlca y
! . opulate
) Bid Opening Date (UMDY YYY I:I p . . .
Required Date* I:IE HH:SS AN or PH) E’ ° Location: se'ect the |Ocat|on dropdown; if
wwsaen | |m@ e I |- not automatically populated
Bid Type: OpenBid v Iformal 3t 3] e Available Date: date the bid will be
Control Code: I:I Estimated Cost: $0.00 VleWabIe on COMMBUYS
o Purchase Method (dropdown): select
Print Dest Detail Mvays 7| Atemate D: l_:l from the dropdown
Purchase Nethod™ Blanket "‘ Catalog Id \_'| (e} Open Market — one time bid
Blanket Begin Date:"(MWIDDIY VYY) l:lﬁ Blanket End Date*(MWDDY VYY) I:|E] o Contract — do not use
Tax Rate: \Z‘ Print Format; Bid Print Form "‘ © Blanket - reSUItS ina ContraCt
. _ (departmental or statewide)
tem Single Award Only: 0] Sofickation Enabled: lo . N X .
o Description: is a searchable field; enter
Info Contact: ‘ ‘ . T .
short bid description (option to use your
oz 251 agency’s Bid numbering schema)
) e Purchaser: defaults to designated
Bulen Desc purchaser
st o) e Fiscal Year: will auto populate but can be
4 changed
Quote Netification 0 . . .
¢ Bid Opening Date: use the calendar icon
Transaction Size (C v
Degartnrts 1) L 7 to select the scheduled date to open the
Date Last Updated 0872812014 02:54:10 P User lst Updated Buyer Buyer bid for review and award, which closes
e bid o vendors. COMMEU'S will no
Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved Ionger accept qUOteS for that Bld and the
Buyer is able to open and view quotes.
e Print Format: only one option; ignore

Mandatory fields for Blanket (contract):

e Purchase Method: dropdown; if Blanket
is selected, two additional fields requiring
input populate:

o Blanket Begin Date: beginning
date of the blanket, use the
calendar icon to select date

o Blanket End Dates: blanket end
date, use the calendar icon to
select date

e Type Code: dropdown; only use the two

options below
o SS - Statewide Solicitation (only
authorized SW contracts)
o NS — Non-Statewide Solicitation

Last Revised: 2014-11-25
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Job Aid:

How to Clone a Bid in COMMBUYS

Screenshot

Directions
(continued from previous page)

Optional fields:
e How Solicited: select from dropdown
o Email (default)

o Fax
o Telephone
o Walk-In

e Show on Web: controls if the bid displays
and is searchable in COMMBUYS —
general rule to leave checked

o Required Date: use calendar icon to
select the date the commodity or service
is required; can also be left blank

o Bid Type: select from dropdown
o Open — available for all Vendors

to view and respond (default)
o Closed — only selected Vendors
on the Bid can view and respond

Control Code: leave blank

Print Dest Detail: leave blank

Tax Rate: n/a for Commonwealth

Item Single Award Only: leave

unchecked

Purge Date: DO NOT use

¢ Informal Bid (check box): if selected,
you can view the submitted vendor quotes
before bid opening date but cannot award
them

e Alternate ID: leave blank

Click the Save & Continue button when
finished.

General Mddress ocomiing Rouing Machmerts loksf) Biders Quesons Anendnerts QAA Reminders Summary
Address  Accounfing  Aschments  Noles  Questions.

oyl Pt v T gndeminy (@
fem# Print liem Total
Sequence Descripbon Cost
Quantity Uom Unit Het Tatal Tax Rate Tax Amount
Cost Unit Discount
Cost Amt

10 Boov ] | m:| o ‘

JJ‘

000

uw

Total

uw

= - I

9. Click the Items tab. The Items tab opens.

First delete the item(s) if they do not apply to
this new clone. Click the check box next to the
item or to delete all click the top Delete box
and click Save & Continue.

There are three options to add an item
e Search ltems

e Search Inventory Items

Add Items

Last Revised: 2014-11-25
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Job Aid:
How to Clone a Bid in COMMBUYS

Screenshot Directions

10. Click the Add Items button. Input the

Open Market Bid BD-15-1080-0SD01-0 SDEP-00000000257 Status: 2B1-In Progress B . . . . . .
General LICLEN Address Accounting Routing Attachments Notes Bidders Questions Amendments Q&A Reminders Summary !tem Informatlon Major flelds on thls page
Address i Notes Questi include:
e Print Sequence* — value defaults
tens tenType: Nomal  ~ e Description* — enter complete
Prnt Sequence” 10 tem Status 281-InPrograss description of good or service; be as
Descrpion” ) sotentumer® specific as possible
i ¢ Quantity — enter quantity (must be at
, least 1)
o If bid is for a specific number
Quantity Unit Cost Net UnitCost | UOM Discount® | Total Discount Amt. | Total enter that quantity; if unknown
00 000 00| Fa . 00 0.00 50.00 enter 1
merse ke — | e Unit Cost — N/A, unless known then enter
Segment-Family: . — oo a COSt
UNsPSCCms T o ccnsone | ® UNSPSC —set of codes that classify

goods and services into standardized

Commodity-EPP Lookup Commodity-EFF
groups; use the drop down or eye glass
T S — ot [ icon to search for the most relevant code
ke T ke [ (see step 11) _
o Segment/Family
_ SavedAddNew ||  Saveabxt || SaveaContiue || Reset || cancelaExi _ o Class

Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved.

e Other Product Information — these fields
are optional, use them to provide
additional details about the solicited
goods or services.

11. To add the UNSPSC code to the item, go
to the UNSPSC Segment / Family field and
F— . click the eyeglass icon. The Search page for
- UNSPSC Segment / Family opens.

“

[THIEEY

n: m S The Search Code screen populates, use the
L available search dropdowns and fields to find

the best code. Select the radio button on the

left side of the screen to choose the best code

‘,_ - S and click the Save & Exit to return to the

oo e Items tab.

- — Add as many items as required for the Bid, by

i — clicking Save & Add New. Click the Save &

s ——— Exit button once finished with all required bid

= == items and the Items General tab redisplays.

Last Revised: 2014-11-25 6 COMMBUYS Clone a Bid
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Open Market Bid BD-15-1080-0SD01-OSDEP-00000000257

OPERATIONAL SERVICES DIVISION

Job Aid:

How to Clone a Bid in COMMBUYS

Screenshot Directions

Status: 2Bl - In Progress EI

Accounting Routing Aftachments Hotes Bidders Questions Amendments Q&A Reminders Summary

Ship-to Address

Bill-to Address

1080 - Conversion Address “@

1080 - Conversion Address ‘@

One Ashburton Place, Room 1017
Boston, HA 02108

us

Email. test@goperiscope.com

One Ashburton Place, Room 1017
Boston, MA 02108

us

Email test@goperiscope.com

12. Click the Address tab to continue the bid.

Review the Ship-to and Bill-to Addresses.
Click the Eyeglass icon to add or change
either address.

Note: Organization Administrators maintain
the Ship-to and Bill-to addresses. To update
or add additional addresses, contact the OA.

Lookup Ship-to Address - Open Market Bid BD-15-1080-0SD01-OSDEP-00000000257

13. The Lookup Ship-to Address window
displays. Input the search criteria and click
Find It.

If no criterion is entered all possible
addresses for the Organization will appear by
clicking Find It.

Search Using: | ALL ofthe criteria =
Department 1D Department Name
Department Suffix Department Suffix
Search ] Name
Fields: T
Location ID Location Name
City County
Browse by: ABCDEFGHIJKLMNOPQRSTUVWXYZ
[ Find It Il Clear ]

Close Window

Copyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved.

14. The search results display. Check the

Select Department Department Department Department Address Info . . )
D Name Suffix Suffx radio button in the Select column adjacent to
- i the address you would like to select.
0 1000 PETSPLUS 10 10055 Anne Bel

One Congress Sireet .
o Click the Select button at the bottom of the
Ena'l‘ linda banks-grant@accenture com page )
Phone: (61753849

Open Market Bid BD-15-1080-0SD01-0SDEP-00000000257

General Items QGLIEEN Accounting Routing Attachments MNotes Bidders i A a&A

Status: 281 - In Progress EI

Summary

Ship-to Address

Bill-to Address

1080 - Conversion Address |@

1080 - Conversion Address “@

One Ashburton Place, Room 1017
Boston, MA 02108

us

Email. test@goperiscope.com

One Ashburton Place, Room 1017
Boston, MA 02108

us

Email test@goperiscope.com

15. The search page closes and the selected
address populates with the Ship-to Address.

Click the Save & Continue button.

Last Revised: 2014-11-25
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Job Aid:

How to Clone a Bid in COMMBUYS

Screenshot Directions

Open Market Bid BD-15-1080-0SD01-0SDEP-00000000257

Status: 2BI - In Progress B

General ltems Address Accounting Routing BUERUELIEN Notes Bidders Questic Q&A

Summary

Files

@ Click Add File to add file attachments.

Ho File Attachments

Forms

@ Cick Add Form to add form attachments.

No Form Attachments

Add Form

Add Fiie ) |

Copyright © 2014 Periscope Holdings, Inc. - All Rights Resrved

16. Click the Attachments tab.

The Attachments tab displays. Click the Add
File button to add a new file.

There are currently no size limitations for files,
and COMMBUYS supports all file types for
Buyers.

Note: Add Form is not a currently working
function in COMMBUYS

Add File

o Name is the display name for the file that wil appear where attachment repository files are displayed. It can be different fiom the name on disk and can contain alphanumeric ch

Name®: sample attachment.docx

Description:

" C:My Files\t - Commonwealth of Massachusetts\! - Training\Traini | Browse...

Location: agency

Save & Exit l Save & Continue l Reset l Cancel & Exit l

17 The Add File window opens. Complete the

following fields:

o Name — auto populates after file selection

e Description: optional but recommended;
a short description of the file.

Click the Browse button to select a file. To
add another file, click the Save & Continue
button. When all file uploads are complete,
click the Save & Exit button.

Open Market Bid BD-15-1080-0SD01-0SDEP-00000000257

General Items Address Accounting Routfing UEEIEEEIE Hotes  Bidders Questi

Status: 2B1- In Progress &

QA summary

N Descripti EoY Attached Attached Date Delete
lame ription Vendor ched By c| et
Tulips.ipg Test Buyer Buyer 0872172014

Forms

ﬂ Click Add Form to add form attachments.

No Form Attachments

Save & Continwue || Add File J addForm

Copyright © 2014 Periscope Holdings, Inc. - All Rights Reserved.

18. The Attachments tab redisplays with the
new file attached.

t General ftems Address Accounting Roufing Atiachments[?) M Bidders Questions Amendments (Q&A Reminders Summary

Delete

Note Date

User Note

Sample Note. B

o

Save & Continue l Reset -

19. Select the Notes tab.

Add an optional note in the Note box. Click
the Save & Continue button.

Notes are only viewable by Commonwealth
users; vendors will not have access to view
these notes, but they are part of the public
record.

Last Revised: 2014-11-25
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Job Aid:
How to Clone a Bid in COMMBUYS

Screenshot Directions

Goerd lens At hocoonng ooy Mzcmens) Nost) ETC] Quesins Amendmess QA Remintes Summan 20. Click the Bidders tab.
LT Subcontractors  Quote Acity

Vendor Valdatin Warnings The names Of the BidderS I|Sted on the

1 i Bidders tab will carry over from the original
Bid if there are any. To add new Bidders, click
Lookup & Add Bidders button.

Sslecd bidder parfcipation, open o dlosed, and seledt vendirs b noly

Wresiriced bid, all vendars can vew and respond
R0 ) e O e epod Several options can be set on the Bidders tab:
o e o — o Select bidder p_articipation
DelheryNetod o Unrestricted — any vendor can
respond to the bid
) o Restricted — only listed vendors
st s can respond to the bid
7 et stm S e Show the Unit Price to Vendors — when
06t it pes s st unchecked (default) bidders cannot see
— th.e unlt_ price for bI(.i items .
; T ¢ Hide Bid Holder List on Vendor Side —
ot & 214 Petsoips Hildngs I - A1 Ryt Resened X
when checked (default), bidders cannot
see who has responded to the bid
21. Click Lookup & Add Vendors. The
search |l orte crter + Lookup and Add Reference Vendors screen
Find i ]( Clear dISp|ayS
S — Scroll to bottom of the screen and select Find
o smold :n'" " Vendors for All Commodity-EPPS on the
N County Bid button. The results will display with the
sate - Vendors who selected the same commodity
0 Emergencysnpplier% [ Reference Vendor COde as the b|d |tem(S)
UN S P SC Segment-Family -
s S tepvors COMMBUYS automatically matches the
7 T s e DUNS numer scsined o my Business vendors who have correctly registered with
ey Frererpie e w 2 UNSPSC codes; these vendors will receive an
e certed ot crtoae email notification of the Bid.

Prompt Pay Discount
No -

Are you interested in partnering as a Prime/Sub
contractor? No -

Geographical Service Area in Massachusetts -
Western Massachusetis ~

Service Disabled Veteran Owned Business

TTWT

Not Certified e
SDO Certified

4

Not Certified ~

Business Structure -
Sole Proprietor -
AGREEMENT AND TERMS OF USE FOR SELLERS

Business Type =
Business Enterprise ( for profit) ~
Women Non-profit Organization (WNPO) Certification =
Not Certified  ~

Program (| Small Business Purchasing Program

ﬂ

ABCDEFGHIJKLMNOPQRSTUVWXYZ
012345678910

Browse by:

[ Find it ][ Clear ]

COMMBUYS Clone a Bid
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Job Aid:
How to Clone a Bid in COMMBUYS

Screenshot Directions

Select | VendorlD | Vendor |Alernate| LestPODate | LastBidDate | Address | City | State| Contact | Phone | Reference 22. Click the top Select checkbox to check all

Hame [} Hame Vendor
- the Vendors.
y 25 Braintes
B 201887 OCannar & Ml |Emone | a | P e e
Drew, FC Suite 102 Dilulis

Buyers can also add vendors by name and

2000

A | mus | RONUONY | i oA | s ot | s | s also use the other search parameters listed,
Inc. .
- == SDO, SBPP, etc.

a] 00000514 Cnmp:"w‘;. :?505;” Boston | A g::_:’ g’é;)ﬁ's N

Inc.

A popup window displays with a Warning
ST SETTETTR ST O S Message when selecting a large number of

vendors.

Copyright © 2014 Perisoop Hakdings, In. - All Rights Reserved

Click OK. The popup window will disappear

Message frofnwebpag- le£3%l| and all information populates in the bid.

Click Save & Exit to return to the Vendors tab

= Warning: All vendors have been selected for email netification. A large
LB guantity of vendors may take several minutes to process,

Open Market Bid BD-15-1080.0SD01.0SDEP-00000000257 Staus:21-inprogesss. 2 23. The Vendors tab now displays all the
General Items Address Accounting Routing Attachments(1) Notes() R:LLCEN Questions Amendments Q&A Reminders Summary SeIeCted Vendors
Subcontractors Quote Activity
S?IE:I bidder participation, open or closed, and select vendors fo notify Buyers ShOUld See email Selected as the
) Unrestricted bid, all vendors can view and respond preferred method Of dellvery_
() Restrictsd bid, only selected vendors can view and respond
D) Vi@ | Vet Prfoed Click Lookup & Add Vendors multiple times
. Vendor Address Method to ensure that vendors with different

commodity codes relevant for your bid are
included, by entering the criteria in the search

B 00000051 | RR Donneley Bid Maling Address: Add New Address Paper Copy Haied fleld .

General Mailing Address - Susan Sheridan 400 Blue Hill Drive Su... »

00 e ilore COMMBUYS will create a combined
. notification list of all vendors you select
A = FaperCopy lsed through multiple vendor searches. If a vendor
Upp! . .
(Bl General Mailing Address - Patricia Vacca 135 Lundquist Dr Braintre... v appears gets SeIeCted mUItlple tlmes’
issLntasir COMMBUYS will keep the company on the
s list once to avoid duplicate naotification.
] 4951 Muratec America, | Bid Waiing Add New Address Paper Copy Maied
Ine: Address:
General Mailing Address - Jerry Roberts 3301 E. Plano Parkway. Ste... ~
3301 E. Plano Parkway, Ste #100
Plano, TX 75074

[Z] show unt Prices to Vendors
Hide Bid Holder List on Vendor Side

n Before you look up bid vendors or add a new vendor, please save your unsaved changes. Otherwise you wil lose those changes.

Copyright @ 2014 Periscope Holdings, Inc. - AllRights Reserved.
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Directions

24. Click the Questions tab (this is an
optional tab)

The Questions tab allows the addition of
questions to the bid the vendors answer as
part of the bid response. Questions can be
required.

Job Aid:
How to Clone a Bid in COMMBUYS
Screenshot

Open Market Bid BD-15-1080-0SD01-0SDEP-00000000257 Status: 281-In Progress 5|

General Hems Address Accounfing Routing Attachments(1) Notes(1) Bidders m Amendments Q&A Reminders Summary

Delete | Question # Sez;:tlce Required Question Response Type

0 10 . AVAILABLE  ~

Delete Al

Complete the question entry. Click the Save
& Continue button.

Open Market Bid BD-15-1080-05D01-OSDEP-00000000257 Sutus:28-InProgress. =

General Iltems Address Accounfing Roufing Aftachments() Notes{1) Bidders Quesfions Amendments BE¥Y Reminders Summary

Question # | Created Date | User Created |  Question Subject Question Answer Show on Web | Show Original Vendor Only | Delete
f i i
Aud New. a . 4]

] Ao vendor o submt uestons

] Send nucaion when vendor subeing gueston

Copyright & 2014 Perscope Hokings, . - A ights Reserved.

25. Click the Q&A tab. The Q&A tab is a way
for vendors and the Commonwealth to dialog
within the bid.

This feature is only usable before the bid
opening date; however, the questions and
answers remain viewable after the bid is
opened.

In addition to adding the questions, there are

two options on this page:

¢ Allow Vendor to submit questions —
make sure to check if questions are
allowed for the bid

¢ Send notification when vendor sends
question — use if you want notifications of
questions sent in COMMBUYS

Click Save & Continue after entry of each
question.

Open Market Bid BD-15-1080-05D01-0SDEP-00000000257 Status: 2B1- In Progress |}

General ltems Address Accounfing Routing Attachments(f) Motes(f) Bidders Questions Amendments 0&A [[EIITZSHY Summary

Due Date* Comment* Remind Whom* Days | Date Completed | Send | Date | Entered
(MM/DDIYYYY) {max 250 characters) Prior (MM/DDIYYYY) | Email | Entered | By
to
Remind”
= A -0

Copyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved.

26. Click the Reminders tab (this is an
optional tab)

To create a reminder, input the information on
the Reminder tab including:

e Due Date

Comment

Remind Whom

Days Prior to Remind

Send Email

When the reminder is sent, the tab updates
with the Date Completed.

Last Revised: 2014-11-25 11
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Clone a Bid in COMMBUYS

Screenshot
Open Market Bid BD-15-1080-05D01-0SDEP-00000000257 Sates 281 InProgress. =
General Mems Address Accoumting Roufing Atschmentslt] Nolesll) Bidders Questions Amendments Q84 Reminders [
Headzr Information
Bid umber: £0-1%.4080.0801.0S0SF SO000NIET Description: Test Status: ErT—
Purchaser: Sy Buyer Minor Status: How Salicitedt: Enst
Organization: Operstorsi Seniess Divsen
Fiscal Year: = Department: 0500 - perationsl Services Dvision. | ocation: OSDEP - Congrass 5t
‘Show On Viet: s Aow Eiectronic Quote: v Required Date:
Bid Opening Date: ma020 D st A Availavie Date: a1 e A
Purge Date:
Bid Type: Open 8 Informal gid: Yo
Control Code: Estimated Cost: 00 Print Dest Detaik:
Atternate I0: Purchase Methad: Open Mt Catalog d (for contracty:
BianketCantract Begin Date: ‘BianketContract End Date: Type Cade:
Info Contact: Bulletin Desc: PreBid Conference:
UNSP S CCode Certified Required: He Acknewledge inclusion required: o Hour of Acknowledge inclusion: 2
‘Subcontractr Info: Quote Notifcatin: Yo
Date Last Updated: 82172014 054500 A User Last Updated: Buyer Buyer Htem Single Award Only: o
Shig-to Address: One: Ashuron Pice. Room 101 Billto Address: Drs Aspturion Pce Room 017 rint Format: 8 Pent Fom
Boston, WA D218 Baston, MAT2IE
Notes: et
Solicitation Enabledt: N
Invoice Method: Three Viay Mech
Bidders: Vendorid Vendor Name Breferred Delivery Method | Nofifications | Responded
00000051 [ AR Dometey Fager Copy skt N
QONTTS | o Toee o, . Faper Copy Msied o
00001ETE | Nortem Busiess wzchnes, i P Cay Mzt Mo
00001588 | Gresnongh Packaging & Marenanos Suppies, I | aper Gopy Msked N
00001557 | Shamrock S Specaty Sysiems, Ine. | Fapar Copy Makd N
e | GROUPEDEMLNET P Cay Mzt o
05| At A Infustel Sapety | ALSEQC Fasiner oo | Emd N
Mrms | CaonUSA, Ine Fager Copy Maka N
22 | ineational Paser P Capy Vst Mo
0105 | Ficon Aemsicas Faper Copy Maied Ha
e P Gy Mzt o
s | Enooreimages, . P Capy Mzt o
25 | Sharp Bectorics Cop Faper Copy Msied o
mo | msemmguc P Capy Mzt o
1z | G ABanco s Sons, i ] N
E New Engind Offce Supply (NEOSIAMNES) | Faper Copy lises He
o] [— P Capy Vst Mo

Directions
27. Click the Summary tab.

The Summary tab provides a recap of the Bid
information. Shown here is the upper part of
the Summary tab.

The Summary Tab displays all information
input from previous tabs

Click the Submit for Approval button to
submit the bid into the workflow for approval
routing.

Transaction Size (Commonwealth
Departments Only):

Attachments

oz
“

28. Shown here is the lower part of the
Summary tab that provides a summary of
each item on the bid as well as the action
buttons currently available for the bid:

e  Submit for Approval

Item Information ® Cancel Bid
ot F— ¢ Clone Bid
UNSPSCOode 41031 o Print
" Drvmer g tsssimle v potoenpr sl
w.ﬂ} - P = } e e == } = e = | After reviewing the information, click the
— e e Submit for Approval button to submit the bid
Ve iy into workflow for approval routing.
There b e soting e B e, Sk|pped Tabs:
e e L B | onting: fhase I
pem— P ¢ Routing: populates after submission
for approval
Last Revised: 2014-11-25 12 COMMBUYS Clone a Bid
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Screenshot

Message from webpa

@ Are you sure you want to submit this Bid?

Loox ]|

Cancel ]

Directions

29. A Popup message displays asking ‘Are
you sure you want to submit this Bid?’ Click
OK to continue with the submission. To
cancel the submission, click Cancel.

Click Continue.

Status: 2BRA - Ready for Approval EI

Amendments Q&A Reminders(1)

30. The Bid Summary tab redisplays showing
a status of Ready for Approval.

Home - Welcome Back Buyer Buyer

News(1) Dashboard Reqs{d) EUEREN PO(3) Approval(f) My Reminders(0) Events{0)
In Progress(0) Ready for Approval(l) EEAGEIENGIVIN Ready to Open(36) Opened(1) Approved(0)

Bid # Organization Buyer Description
00000102 Operational Senvices Division Buyer Buyer job aid creation bid
00000055 Operational Senices Division Buyer Buyer sec test three

31. Once the Bid is approved, the Bid’s status
will update in your Control Center on the
Home Page as shown here. The Bid has
changed from Ready for Approval to Ready
to Send.

Click on the Bid hyperlink to open.

Pre-bid Approval Path:

Delete| Approver | Order |Approval | Level| Approver Date Date
Sequence | Path Type Requested | Approved/DisapprovediCe
]
Linda Banks-Grant 1 1 | Primary (011572014 05:20:17 PM (011572014 05:23:43 PM

Send Bid Actions

Option(s) | @ Change bid status to "Sent” and notify vendors ' Change bid status to "Sent” only.

Send Bid

32. The bid opens to the Summary tab.
Scroll to the bottom of the page.

Under Send Bid Actions, Select either the

RADIO button option:

¢ Change bid status to ‘Sent” and notify
Vendor — general rule to use this option

o Change bid status to “Sent’ only —
posts the Bid on COMMBUYS but does
not send an email notification to the
selected bidders.

Click on Send Bid button.
The bid is now posted on COMMBUYS,

Vendor may be able to respond depending
on the available date set on the General tab

Last Revised: 2014-11-25 1
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